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ABSTRACT ' , 

Space layout and work flow patterns in the ' 
Audiovisual Center at Purdue University w^re studied with respect to 
effective, space utilization ind tl>e r^eed for planninq space 
requirements in relationship to. the acCtivities being performed, Spacq 
and work areas were reorganized' to facilitate the flow of work- and 
materials between areas, an^ equipment atd material storage was 
reorganized to expedite retrieval and restocking,^ Ten diagrams show 
equipment circulation forms, paper flow, and plans of the rooms 
involved in the proposed change. Current plans, present and planned 
space requirements, and guide for the reorganization of eqijipment* and 
media are appended, (Author/DS) 
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INTRODUCTION . ' ' 

Ohe purpose of this project was to develop a space plan for r6oms ^ 
51, 55, and 65 of the Audio-Visual Center (AVC)" on the ground floor of 
"st'ewart Center. Rooms 35 and 65 are used to store the audio-visual. media 
an.J equipment, loaned to the Purdue .community^'in support of instructional 
programs on the West "Lafayette campus, Purdue regional campuses, and 
other institutions. 'In addition t-o storage, these two robms We ^ ^ _ 
inspection and repair areas and a cjictomer pickup/preview counter. Room 
51 is "currently used hy the Reproduction Se>ices operation. The current 
floor plan. of the ground floor of Stewart Certter and recent layout .sketched 
of rooms 55 and 65 are found in Appendix A. \. . . 

The. opportunity for the proposed reorganization, ca^i^ahout as a ^ 
result of four previously planned space changes within th? AVC, namely • , 
the xelocationc of: l) the Scheduling Office from room 66 to room 61, 
2) Reproduction Services from room 51 to room 66, 5) the Archive Filins . 
from room 66A to the' media storage area in room 55, and 1.) the Master 
Audio Tapes from ^ room 55 to the media storage area in room 55 (room 55 
is to become a oolference room). As a result of these changes, it was 
proposed that the equipment and media storage or service areas he expanded 
into room 51. This expansion could result in substantial changes in the 
locations^ of activities; therefore, a study of current work flows and ' • 
space -require- iits wis desired to set a framework for the reorganization 
of these rooms. Because assistance from the School of Industrial 



Engineering vas unavailable, the Librari^'s/Audio-Visual Center's Research 
Development Unit (RDU) of fered -assistance in conducting this project. 

Ob.lectivGS and Assumption's. 

The objectives of the space reorganizatidn a;re: ^ 
i; , to reorganize the wotk areas to facilitate and expedite the flows of, 
' paper, materials, and' equipment between integral areas "to acccxnmodate 
a larger' flow of work without ,an increase in staff. 
2. to reorganize -efiuipmenf: and material storage to enable the staff to 
■ more easily and quickly store and retrieve equipment and materials. 
■ Following are the assu3i4)tions on which the space reorganization pro- 
posals have been developed: 

1. no new personnel ar6 to be added, 

2. budget for new shelving is estimated at $?000. for theiiext ^ years, 
5. funds ,f or physical remodeling of facilities are unavailable, ,ahd 
h. previously planned relocations are to 'be carried out. 



AS part of this project, the RDU staff provided alternative space 
plans and informatioh about subsequent space ul^ilization. After gather- 
ing essential data and identifying the alternative locations Of the 
pickup/preview counter (upon which most other areas are directly or irir 
dii-ectly dependent), the RDU staff presented seven floor plans- of rooms 
51, 55, 61, 65, and 65 to the AVC Ad Hoc Advisory Group. The Advisory 
Group was composed of W. Blom'; D. Fry; R. Kovac; C. Snow; ^nd C. Stafford. 
W. Blan was absent but had provided valuable input at an earlier tijne. 
The Advisory Group selected two plans for farther development and rejected 
five for reasons of cost, traffic, and security. The Advisory Group 
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requested that one 



of the two acceptatil-e plans be further maaified'l^o 



allow an additional minor variation, consequently, three plans are pre? 
sensed in, this final report. 
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SUMMARY^ 



Conclusions ^ * . • 

A. cActivities and Functions 

1. The pickup/preview count enshould be located at a douU^ door 
• • entrance on a -public corridor to facilitate the movement of 

"people and cai*s used' for th€ !a:ansport of equipment and packages 
■' 2. . Forms .(between integral wiits) are moving as efficiently as 

possible given the location of the scheduling office and pro- 
cessing areas (equipment inspection, pickup/preview counter, 
projection services, and shipping bench). 
3 The location of processi'ng areas related directly to customer 
^ " service (see Appendix A, Figure A-2) should be centralized 
around the shipper ♦s desk. 

B/ Conmunication . ' « ■ ' 

1.. The frequency of communication between staff and customers of 
the scheduling office and the J)rocessing areas requires that 
these areas be loc^|ed as close together as possible. 

C". " Space Utilization 

1. Closer ^coordination of staff functions will insure that pieces 
•V of equipment in use are listed in the master equipment records, 
and vice versa; Accurate records will help in the preparation 
of shelving-iuides and in the assessment of shelving needs in^ 
^ the future. 



2. It i^s^not possible to e:>q>and' storage areas within the present., 
' floor space without overcrowding. ^ . 

. , 2?r*^ order to store media and equipment which are expjpcted to - 
be acquired over the next five years, it will be necessary to • 
acquire additional storage units (see Appendix B/ Table B.l.l^ - 
B.1.2). ' 
' \. Standard size storage units should be acquired' for all exp^jx?ion 
in the storage areas, 
D* Related Factors 

1. ^.Aisles between shelving sections can vary in width according to 
use and type of storage. ^ ' 

Recommendations for Future Planning . ' . " 

.1. Consideration should be given to increasin{^ the width of the door 
^ between room 65- and .corridor J to allow the relocation of the 
pickup/preview counter along the 3ajne corridor as the scheduling 
office (room 6I). 

2, Further consideration should be given to building a single customer 

. service counter for scheduling and pickup/preview. 
5. use of the intercom system between the shipper's desk and scheduling 

office should be studied after the new door ifl constructed between 

rooms 61 (scheduling) and 55 (media storage). 
k. Procedures associated with written "equipment records should be re- 

viewed and coordinated to insure that these records are, accurate and 

kept up-to-date. y - 



^E^HODO^:iOG^ 

.The primry stysps' involved in this study for jthe reorganization of 
jipace and iiSaterials were: l) identification of project objectives and ' _ 
"assumptions; 2). identification of integral -units located in the space 
xiider s-tudy and other unlets dealing vith them; 5) identification, obser- 
vation, and documentation of the activities, responsibilities, and needs 
of the people working ,ip';.the^e integral ui^its; k) measurement - of space , 
and analysis of its cu^.ent utilization; 5) -acquisition of information 
about related factors (e.g., stecurity problems, future expansion needs,' 
OSHft requir^ents); 6) analysis of findings; and 7) documentation of plans 
and,^ recanmendat ions . 

Jnitial Steps . 

The first two steps this process were carried out in consultation 
with the Head of ' Distribution Services in the AVC who originally requested 
the undertaking -of the project and who has responsiblity for several of 
the integral units in rooms 55 and 65. A work plan was outlined in 
detail and discussed and revised U consiatation with the AVC Ad Hoc 
Advisory Group. 

Activities and Functions , ^ 

The analysis of the current space layout in rooms 51, 55,. and 65 be- 
gan with the observation. and documentation of- the work activities of the 
staff and the patterns of movement of personnel, media, equipment, and 



paper forms. Staff responsibilities and needs were identified. Patterns 
and frequency of face-to-face or intercom communication between staff 
members were studied. This infomation^^as gathered by interviews with 
supervisors and staff members working in each of the activity areas that 
are related to the operations carried on in rooms 35 and 65, namely cus- 
tomer pickup/preview senTice, equipment inspection, media inspection, 
projecti9h service, scheduling; and .shipping. ' \^ 

As a result of these interviews and observations, in^gral units , were 
identified and defined.; An integral unit. is comprised of one or more 
activities (for exainple, inspection and repair; media storage; and receiving 
■ and shipping) which are logically closely related. 

Floor Space. Shelf Space, and (hirrent Utilisation • 

Measurements of the floor space in each; room were obtained frcm a 
scaled drawing of rooms 51. 55, 61, 65, and 65. Inspection of rooms 55 
and 65 was undertaken for the purpose of comparing the current layout 
with recent sketches shovdLng location shelving uriits, cabinets, desks, 
etc., and changes were made to the sketches as needed. E^ch item in those 
two rooms, existing aisles, and free spaces were then me^iul<^. 

-After observing inconsistencies between the number of pieces of 
equipment shelved in room 65 and records in the scheduling office, a 
^ thorough inventory was done by comparit^g the equipme'nt and the slot 
labels on the shelving units with the computer-generated master list of 
equipment (dated 6/2/75), which, in theoiy, is a canplete file showing 
every piece of audio^visual equipment owned by the Libraries/Audio-visual 
Center. After resolving the discrepancies, it was possible to begin 
determining the total number of shelf feet that would be used if every 
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piece of equipment that belongs in room 65 were on the shelf. Dijnensions 
' of each type of eqidpment were obtained from the master list, if recorded 
there, or from the pieces themselves. Notes were made concern-; iig especially 
heavy or awkward pieces, so that they could be reshelved in, convenient 
locations. After collecting these data, the records of each piece of 
equipment were separated into the four equipment pools (EL, EP, ET, EA-) 
and arranged in -numerical sequence on paper, in order to determine the 
feasibility of a numerical shelving arrangement. 

A survey was made of the shelving areas in room 55 to ascertain the 
amount and location of unused shelf space. Measurements were made of the 
. shelving units for the archive films currently stored in room 66A; the 
master audio -^ape collection currently in room 55 (storage); and additional 
shelving units intended for master audio tapes now in room 68 (tape 
counter and listening room). 

Related Factors 

. Five year projected estimates of the number of pieces to be added' to 
the equipment and media collections (other than those due to replacement) 
were obtained from the Head of Distribution Services and the Media Librar- 
ian. This provided the basis for estimating additional storage units 

needed for expansion. 

Aisle and door space -widths needed for a free flow of traffic were 
established by measuring existing space, observing traffic patterns and 
interviewing staff who work in rooms 51, 55, and 65. 

The Purdue University Physical Plant, Department of Planning and 
Engineering was contacted concerning OSHA regulations. It was learned 
that there are no regula+,ions governing storage work areas of this type. 
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.Security problems were discussed during inter views- with supervisors 
and staff members responsible for media and equipment storage. 

New Floor P3.ans and Conclusions 

After taking into account the findings from all of these steps and 
the initial assumptions, of the study, conclusions were drawn, and floor 
plans for rocms 51, 55, 65, and 65 were sketched in rough form. The 
advantages and disadvantapc-yf each were outlined and charts made to 
show the nature of the changes and relocations. 

These rough plans and karts were .presented to the AVC Ad Hoc Advisory 
Group, who selected several plans that were acceptable. Final drafting 
work was completed for the three acceptable plans. 
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FINDINGS 



Activities and Functions 

There are ten integral ^mits located in rooms^55, 6ly and 65. They 

are the following: 

1. ^ EL/ET equipment storage (including ^ preview projectors always on 

carts) (Room 65) 

2. EP/EA equipment storage (including carts) and projection service 
work area (Room 65) „ 

3. ' Equipment inspection and repair (Room 65) ' 
It.. 1-^ster tape storage (Room 55) 

5. Media inspection (Room 55) 

6. Media storage (archive filJns) (Rodns 65 and 66A) 

7. New door (between rooms 6I and 555 or rooms 65 and 55; or rooms 65 

and, 65)^ ' - • , 

8# Oversize video equipment (Rooms 35 and 65) 
9. Pickup/Preview counter (Room 65) 

10. "Shipping area (Room 5^) 

By interviewing the staff and observing, the dai3^ activities in these 
units, it wa's found that certain integral units logically need to he 
located near each other so that communication and movement of material 
and equipment can he carried out expeditiously. The juxtaposition of the 
shipping and picWprevieW counters, for example, is important because 
the activities of the two shipping clerks are divided between these areas 



11 ' = , 

each" day; and the customer pickup/preview service counter requires con- ! ^ 

tinual staffing. These are the integral units with require proximity: 

Shipping area to Pickup/preview counter 

Hckup/preview counter * to Equipment & media storage areas 

Shipping area to " Media storage area 

Shipping & pickup/preview to SchecU'.ling office 

counter , ' " '' 

'Equipment inspection/repair to Equipment storage areas 
area 

Media inspection area , to Media storage area 

Projection service area " '.to Video and EP/EA equipment storage 

Master audio tapes storage area to Tape duplication rocir^ 

Conimunication Between Units 

There are two kinds of oaiiimunication between units: written and verbal* 
The former was observed and mapped on a floor plan (see Figure l) and 
occurs in the following manner. Every day three types of forms travel 
between the integral units: 

1) An equipmek control card (see Figure 2) is sent with each order 
form frcw the scheduling office to the shippers desk for each piece of 
"equipment scheduled for use. The card is temporarily file"d in the equip- 
ment inspection area until the piece is returned, inspected and reshelved, 
at which time the card is returned to the scheduling office. 

2) An order for projection service is filled out on a six-part form in 
the scheduling office (see Figure"?). Part 2 is either given to the cus- 
tomer or discarded. Parts 1^, 5, and 6 of the form are placed in the nail- 
boxes of the projectionist assigned to the order. These three parts are 
returned to the shipper's desk when the projectionist has completed ser- 
vice. After sorting and checking them, the shipper discards the forms. 
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TABIE i 

• KEY TO PAPER FLa-JS DIAGRAMS 

Multiple-form prepared in scheduling office for 

- Projection service 

- Pickup-loan equipment and media 

- Preview media 

- Off-cajnpus shipment 

Delivered daily and more often to shipper's desk 
Sorted by type of service 

- Media and/not equipment sorted by method of shipment 

- Equipment only sorted by time priority 

CI. Projectionists control copy posted on board for pickup; pro- 
jectionists have "SOR" copies 
C2. Shipping bench for media packaging and/not shipment 
C5. packing slip attached to equipment by shipper for all equipment 
orders 

Clv» Equipment control cards filed in box at inspection desk 
C5. Pickup/preview counter for customer arrival 
C6. On short notice, hand carried by customer to pickup/preview 
desk ' 

After processing, all control copies returned to files by pickup/ 
preview counter , 

Pickup by scheduling office daily for permanent filing. Jquipment 
conS?l cards returned, to scheduling office when equipment returned. 
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J FIGURE 2 
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The first and- third parts. of this form are delivered from the scheduling 
nffice to the shipper's desk where they are "treated like the forms 

i 

described next. — 

3) An order for customer pickup/preview or off-campus mailing is written 
on a three part f^rm (see Figure h) identical to the first 5 parts of the 
stx-part form. The order form parts 1 and 5 are sorted .by t|ie sMpper 
according to "the type of processing required and the time deadlines. 
Any type of order requesting media is first sent to the shipping bench ^ 
for processing. The orders requiring equipment are processed by the 
shippers and occassionally by a projectionist and/or " equipment inspector. 
This processing involves locating one piece of equipment and taping the 
first part of the order form on it. The remaining third part of the 
order form, called the control copy "is placed either on a magnetic, board 
for the projectionists or in a file at the -pickup/preview counter until 
the order is filled. After service is completed, control copies for all 
types of orders are placed in a temporary file at the pickup/preview 
counter until they are returned in daily batches to the scheduling office 
for the , permanent files. "^s^ _ 

Verbal communication, both face-to-face and intercom, between the 
units occurs when a problem arises in the processing of an order form 
at shipping, projection service, or the pickup/preview counter; or when 
scheduling needs to check the availability of media or equipment. 

Major difficulties were observed in the flow of cccimunication between 
the units located in rooms 55 and 65 and the scheduling office, now located 
in room 61 and, until .recently in room 66. The bases of the problem are 

. the distance between the areas; the frequency of problem orders or the 

I 

need for information, and the necessity of using the locked door on 



23 



ERIC 



NOT FOR PROJECTION SERVICE 

1 



16 



FROM: PURDUE UNIVERSITY 
AUDIO VISUAL CENTER 
WEST LAFAYETTE, INDIANA 47907 

TO: 



MATERIAL 




PACKIN'G SLIP 



CONFIRMATION COPY 
CONTROL COPY 



'I 
\ 



■ ' 17 * ' 

corridor J between rooms 66 or 6l and room 65. Part :Qf. the difficulty 
could be eliminUed by constructing the new door between rooms 55 and-65....... 

This would reduce traveling distances by approximate]^ UO feet between the 
present pickup/preview and scheduling areas;, and elijninate use. of the locked 
door op .corridor J.' ' " , 

Traffic " ~ - 

- m .analyzing the movement of cart s and equipment^within rooms^55 artd 
65, if was found that, aisles and doors should be appr6ximate3y 56 inches 
wide; however, maneuverability would be improved by wider (i.e., double 
door) exits. It was reported by several staff members that a double door 
entrance is a necessity foi' the pickup/preview counter during the busy 
periods of the school year, a period not observable in the time frame^ of - 
this study. 

S pace and Utilization 

An inventory of the present storage and work facilities in each of 
the integral units is\hcluded in Apperidix D. In surveying the current 
utilization of storage areas for equipment and media, it was found that 
. most shelves are filled and that the current rate of acquisition is 
causing overcrowding and disorganization. The current, unsystematic 
pattern of shelving pieces oi equipment makes-, it difficult for the staff 
to remember the location of specific pieces of equipment. 

Rearranging equipment in numerical sequence, a suggestion made by 
the Head of Distribution Services, would help the staff to locate individual 
pieces faster, according to the observations made .in this study. While 
rearranging the equipment on paper, it was difficult to hold to the goal 
of numerical sequence because of the current use of odd-size shelving. 



Altho^agh the smaller section* are economical, it was 6bserved that move- 
able wooden shelf dividers in the standard si26 units are being used for ■ 
smaller pieces of equipment with the same result. ^Equipment can be 
shelved in separate pools, in nearly numerical sequence using the current 
units. The Table showing the proposed reorganization of equipment is 
included in Appendix C. . ' " . 

Related Factors ^ ■ .» - 

1. Expansion. Both ,the 'media and equipment collections will be ' 
increased over the- next five yeVrs, according to the librarians in-fcharge; 
•of acquisitions. . Adaitional shelving and floor space will be required. . 
Estimates of the amount of expansion and the additional storalt re^^ire- 
ments ar^ found in T^ble B-2 of Appendix B. Shelving new acquisitions in 
the equipment and media storage areas will require rearrangement of the 
current plan because equipment or media of one type should logically be^ . 
shelved together to siinplify retrieval. The reorganization of iriedia 
Shelving -based on expected expansion is described ^ Table C^2 in Appendix 
C. units for expansion also were taken into account during the -numerical 
reorganizati(^rn of equipment, as, described above.. - ^ 

2.' Aisles. The aisle width of 56 inches betwefeh shelving units was 
fomd to be appropriate for traffic and lifting, heayy or ^bullqr pieces 
where room for leverage is required. This is not th^case in media stor- 
age, and, consequently, aisles' of approxiiaately 30 inches^ are feasible in 
that area. Other types of storage units, such as the file cabinets and 
projector screen rack, require an aisle alxiost equal to their depth. 

5, Security. Security of equipment and media is a^; current problem 
because doors ■ leading into rooms 55 and 55 from the public corridor, r^pr 
" duction services (room 51), and the projection booth (room 57) ^^re not ' 
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always Kept locked due to frequent use by the staffs Although space 

t N 

reorganlzatioji alone cannot solve the problem, it is possible to^ arrange 
the floor plans so that traffic is not routed through these doors. 
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'* HIOPOSED SPACE LAYOUTS 

The follcwing three space layouts are presented as the final recom- 
mendations of this study • The major differences in the plans are the 
locations of. the shipping area, the equipment inspection area, the archive 
film storage area, and the master audio tape storage area. Plan 1 and 2 
are siMlar in all respects except that the locations of the shipping and 
equipment inspection areas are interchanged. * In Plan 1, shipping is 
located directly behind the pickup/preview counter in roc»n 65, vhere 
equxpment inspection is currently located. The equipment inspection area 
is moved to the opposite side of that room. In Plan 2, equipment inspec- 



^on is not moved and shippirig is relocated to room 65 diagonally across 
th^oan from the pickup/preview counter. As discussed inAhe findings 
above, both media storage and equipment storage are rearranged to permit 
expansion but remain in the same location in Plans 1 and -2. Projection 
equipment (EP/EA) is moved from storage vith loan equipment (EL/bO?) in 

. room 65 to room 51. Projection cart^ ^nd oversize video monitors on carts 
are^ also moved from room 65 to tocm, 31. ^ 

Plan 5 is a stop-gap measure f<Sr use if one of the other proposal^ 
is not/carried cut. It entails two relocations, archive films from room 

66a and pvaster audio tapes from room 55 into the only available space— 

' ♦ •» * 

room 51. 
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.The advantages and ^disadvantages of the final proposals will be 
eDq)lained here, beginning with the features that Plans 1 and 2 have in 
common* Following this discussion a suinraary table of the proposed changes, 
proposed floor plians, land resulting paper flows are presented* 

Plans 1 j^. 2; Common Advantages 

1* The existing double door entrance to room 65 permits an orderly flo^-r 
of traffic and prevents congestion Ip* allowing more than one person 
to enter or leave at one time. In addition, it is an easily maneuver- 
able door for carts and trucks* 

2. Equipment inspection, shipping, and the piclr^^p/preview counter can be 
located in one room. Equipment inspection and pickup/preview are 
close to the loan equipment (EL) storage area. Shipping is within " 
convenient reach of the pickup/preview cotmter and the media stor- 
age area. 

« 

5. The changes proposed can be made with a minimal amount of physical' . 

alterations of shelving units, etCr 
4. Hi.^ proposed new door between room 55 (media storage) and room 6I 

(scheduling office) will reduce the distance between the pickup/ 

preview counter from 80 feet to 60 feet thereby facilitating staff 

conmunication* 

.* ^ » * 

Plans 1 & 2; Xlommon Disadvantages 

1, The distance between the pickup/preview counter (roan 65) and the 
scheduling office (room 6I) still requires Ifhat, in the event of a 
problem order, an employee a) travel beyond sight and hearing range 
of the counter to the office, or b) send a customer around the corri- 
dor to scheduling. 
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2. Customers miy be frustrated by the distance between the scheduling 
office and the pickup/preview counter. The distance between the 
counter and the former location of the scheduling office was approx- 

' • iraately 85 feet. It is now approximately 155 feet which is an 
increase of 50 feet, one way. 

3. The public ai^pearance of the pickup/preview counter is not improved. 
A move to a room with fixed walls and internal doors would have 
created a more "business -like" image for this area,"" 

The location of the master audio tape storagfe area in room 35 (media 
storage) necessitates more travel than to room 31 (projection service), 
as in iPlan 5. , ^ ' ' 

Plan 1 vs. Plan 2; Advantages 

1. The juxtaposition of the pickup /preview counter and shipping areas 

. allc»ws th^ shipper and assistant shipper easy, access to both areas. >• 

\ 

It is hoped the proximity of the shipping desk will result in the 
counter being staffed at all -times. 

Plan 2 vs. Plan 1; Advantages 

1. The unchanged location of the equipment inspection area allows con- 
venient access to both the ETVeT storage area and the ]JP/eA area in 
room 31. The distance to room 31 is slightly longer in Plan 1, 

;E^lan ^; Advantages 

1. There is little physical reorganization and moving 9f equipment, mate- 
rial, etc. 

2. Master audio tapes are nearer the public corridor (F) providing a 
more convenient arrangement for the staff requiring daily access to 
them than if they are stored in room 61 (media storage) as in Plans 

. 1 and 2. 
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Plan 3: Pisadvantages 

1. There is no direct vi6w of the pickup/preview counter fir can the 
shipping desk* 

2. ' The space in room 51 is not fully utilized. 

5. OJie equipment storage space is overjcrov/ded when space ^f or expansion 

.in both EL/ET and EP/EA groups is 'allocated. 
If. Expansion, of storage space in the media storage area is not possible 
without over-crowding. 
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Siunmary of Proposed Changes 

PTAN 1 



TABLTJ 2 



!♦ £L/ET equipment ctorage 
2. l?/t^ cquipncnt ctoracc (inc, carts) 
■ and projection service work deck 

J* * Equipnicnt inspection and repair , 

iys.sttr tope storage 
5. Media inspection 
6# Media storage 

New door between rocnis 6I and 55, 



or 65 and 5^ or 65 atid 65 
Oversize video equipcaent on carts 
RLclnip/prcview counter 



10# Shipping area 



NO 

Change 



Expand 
Area 



X 
X 



Ssonc 

Location 



Different 

Locfition, 



,X 



X 
X 
X 



« 

PT.ATvT P 


No 

Clianoie 


Expand 
Area 


Some 
liOcation 


Different 
Location 


ll 


EL/eT equipment storage 




X 


X 






EP/EA equipment fi-corace (inc. carts) 
and projection ser'.''ice work desk 




. X 




X * 


5. 


Equipment inspc^ction and repair 


X 










Master tape storage 










5* 


Media inspection 


X 




X 




6. 


Media storage 




X 




7. 


New door between roctnr, 61 and 55> 
or '65 and 3^ or 65 and 65 










8- 


Oversize video equipment on carts 








■V 


9* 


Hckup/previcrrf counter 






X 




10. 


Shipping area 








X 
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PLAN 3 



1. EL/ET equipment storage 

2. EP/eA equipment storoge (inc, carts) 
and projection service work desk 

3. Equipment inspection and repair 
Master tape storage 

5. Media inspection 

6. Media storage 

7. Hew door between rooms 6I and 55, 
* or 65 and 55 or 65 and 65 

8. Oversize video equipsicnt on carts ' 

9. Pickup/preview counter 



No 

Change 



Expand 
Area 



3^ 



X 
X 



Same 

Location 



X 
X 



Different 
Location 
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• PRESENT LAYOUT OF EQUIPI-IENT STORAGE (Room 65). ' 
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" PRESENT LAYOUT OF MEDIA STORAGE (Room 55) 
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.. x^Film vA-ipecW a.r<^-^ 
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APFEiroiX B 
• TRESMT AND PLANMED SPACE. BEQUIBIMENTS 

» r 

FIVE-YEAR PROJECTED EXPANSION RECiUIRElffiNTS 
FOR H^TEGRAL UNITS 



EL Equipment 



ET Ea\iipRient 



PRESENT 

22 ueg. shelf units 
6 odd shelf units 
1 large shelf unit 
1 screen storage 



with EL equipment 



PLANNED 

20 reg. shelf units 
1^ odd shelf units 

same 

same - 
\ preview projection 

5 reg. shelf units 



EP/eA Equipment & with EL equipment 
Projection Service 

5 cabitiets 



\ reg* shelf units 
2 odd shelf units 
sajne 



Equipment Inspec- 1 work bench 
tion & repair 5 reg. shelf units 

5 cabinets 



same 
same 
same 



Master Tape 
Storage 



5 met^l 6helf units 
2 wood box units 
8 metal box units 



same 
same 

52 metal box units 



Media Inspection 



1 reg. shelf unit 
1 cabinet 
1 wopd desk 

1 cart w/typewriter 

2 tables 

2 inspection machines 
1 rewind machine 
1 tjlja inspec. rack 
1*. film rack carts 



same' 

saipe 
sake 
^ame 
same 
/same 
same 
same 
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Table B-l*2 



FIVE^YfiAR PROJECTION EXPANSION REQUIREMENTS 
' FOR INTEGRAL UNITS 



6* Media Storage (inc* 
Archive filjns) 



7 file cabinets 
5-.1M sm* reel shelves 
l84 ' Ig. reel shelves 
5-3* reel shelves 
1 record box unit 
7 reg. shelf units 



9 file cabinets 
6 small reel shelves 
25 Ig.' reel shelves 
same 
. same 
9 reg. shelf units 



7^ New door 



standard size 



8. Oversize Video 
Equipment 

9, pickup/Preview 
Counter 



10. Shipping Area 



k monitors on carts 



1-8' counter 
1 short counter 
1 work desk 
1 suspended ledge 
1 catalog table 

1 work bench w/scale 
1 file cabinet 
5 short counters 

1 flat cai:t 

2 flat carts w/carrier 

3 hand carts 
2 film rack carts 
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Table B-2 



FIVE-YEAR PROJECTED E5CPA1\^I0N REQUIREMENTS 
FOR EQUIPMENT AND 1-IEDlA STORAGE 



EL Equipment 
l6ian projectors 

Carousel projectors 

Cassette players 

Opaque projectors 

Overhead projectors 



Current 

Number., 

2k 
6 



22 



Cui^rent 
Space 

12 ^shelves 
(2.5 units) 

12 shelves 
(2.5 units) 

2 shelves 
(,25 units) 

2 shelves 
(.25 units) 

11 shelves 
(5.7 units) 



Amotint of 
Expansion 

25^ 
200^ 



planned 
Space 

15 shelves 
(5 units) 

IB shelves 
(5.6 units) 

k shelves 
(.50 units) 

k shelves 
(.50 units) 

15 shelves 
(5 units) 



EP/eA Equipment 

All except carts and amplifiers 



5 units 



25^ 



6 units 



Media 
Filjns 
Film loops 
Film strips 
Slide sets 
Media kits 



25 units 

6 units 

7 cabinets 
1 unit 



750 
-25 
125 
150 
150 



29 units ^ 
same 

8 units 

9 cabinet s 
5 units 
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Table B-5 



PROPOSED STORAGE UNITS FOR FUTURE ACQUISITION 

Equipment 

1^ standard units "(3 EL/ET; 1 EP/EA) 
Media 

6 film rack units (■? large reel; 1 small reel) 
5 standard units (film strip; media kits) 
? file cabinets (slide sets) 
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APEEiroiX C 



GUIDES POR KEORGANIZATION OF EQUIPMENT AUD MEDIA 

Table C-1.1 
PROPOSED EQUIPMENT STORAGE REORGANIZATION 



Unit* Shelf AVC Numbers 



EL Equipment 

Equipment 



Itop 
2 



Itop 



001^,007,008,011 

0115,0111^,0115 

201,202,205 
20ll-, 205,206 
207,250,251 
252, 255, 25!^ 
255,256,257 
258,259,260 

101-109 



609,610,611 
605,60^,605 
606 

6l2,6l5,6llv 
680 



Itop 



5 



Itop 



615,616,706 
707,720,721,722,725, 
72l», 750,751, 752,755, 
751^ 

901,902,905 I 
901^,905,906 
907,908,909 
681 



1050,1051,1052,1055, 

1051^,1055 
1011,1012,1015 

loU, 1015, 1016 

103.7,1025,1080,1081, 

1095,1096 

910,911 



Lights 
Mic stands 
Extension cord 
Extension cord 
Extension cord 
Extension cord 
Extension cord 
Extension cord 
Floor stands 



Speakers 
Speakers 
Speaker 
Speakers 
Speaker • 



Speakers; Mic 
Mic 



Portapages 
Portapages 
Portapages 
Portapage 



Portable PA 

Portable PA 
Portable PA 
Portable PA 

Portapages 



Height 



8.5 

5 

5 
5 
5 
5 
5 

36 



16 

28.5 
12 
16 
11 



16 

10 



15.5 
15.5 
15.5 
11 



15.5 

19 
19 
19 

15.5 



Total 



71^.5 



85.5 



76.5 



81* 



mi^sB noted units are standard 56" wide, 18" deep and 8V' or 87" high Lyons 

«hpif ymUs Odd-si^ units are as follows: (l) 56" wide, 10" deep (former units 
?S 27rf2^' 50" wide iS^ deep (former unit 28); (5) 56" wide, 9" Jeep (former 
^if 19)i 51" vider9" deep (former unit. 20); (5) 56" wide, 12" deep (former 
unit 21). 



Itop 
2 

I ' 
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Table C-l.S 

PROPOSED EQUIH'IENT STORAGE REORGAITIZATION 



lUT, 1118, 1119, 1120 
1121,1122,1125,1121^ 
1125,1126,1127,1128 

1129,1170,1171 
1190, 1192, 1195, II9IV, 
1195. 1173 



Tape Recorders 
Tape recorders 
Tape recorders 
Tape recorders 

Foot pedals 



1^5 
15.5 
15.5 

15,5 

15.5 



67.5 



Itop 
2 

5 
\ 

5 

Itop 

2 

3 

5 

Itop 

2 

3 

5 

Itop 
2 

3 
If 



1711,1712,1713 
1501,1502 
1503, 1560 
1516,1517 



Itop 



Itop 
2 

3 
5 

Itop 
2 
3 
If 

5 



1750,1731 
1518,1519 
1520,1521 
151^3, 15'^'f 



1751,1753,1755 

1790,1795 

I5if5,l5|^6 

151^7,15*^ 



151^9,1551 
1551^,1556 
1558,1559 

for future purchase 

for future purchase 

1801,1802 
I805,l80lf 
1805,1806 

1602;1605 

l60U,l605 

1807,1808 
1809,1810 
1830,1851 
1852,1855 
183U,1855 



1836,1857- 

1838,1839 
18U0,181H 
l8U2,l8iv5 

expansion 2185,2105 temp. 



Overheads 
Overheads 
Overheads 



8inm Super 
Overheads 
Overheads 
Overheads 



8in!ii 
8nm 

Overhead 
Overhead 



Overhead 
Overhead 
Overhead 

Overhead 

Opaque; l6mra 

l6iam projector 
l6inn projector 
l6jnm projector 
Opaque 
Opaque 

l6nm projector 
l6iam projector 
l6fflm projector 
l6imtt projector 
l6jnm projector 

l6mra projector 
16mm projector 
l6Bim projector 
l6ram projector 



8 
27 

27 

22 



22 
22 
26 



15.5 
15.5 
27.5 
27.5 



27.5 
27.5 
27.5 



21 
21 
21 
21 



21 
21 
21 
21 



21 
21 
19 

25 



81+ 



81f 



81f 



82.5 



81f 



Blf 



8lf 
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1*0 



16 



17 
18 



19 



20 



21(1) 



22(5) 



Itop 




2 


2001,2002,2003 


5 
✓ 


2006,2007,2008 


h 


1901 


5 


1902 


6 


1903 


7 


190lv . 


Itop 


* 


2 


2013,2050,2051 


5 


20 




2130, 2132, 2131^ 




2102 


i 


1905 




1985,1990,1995 


for future purchase 



Table C-1.3 
PROPOSED EQUIPMENT STORAGE. REORGANIZATION 

filmstrip projector 
filastrip projector 
slide projector 
slide projector, 
slide projector 
slide projector 



projector 

projector 

carousel 

slide projector 

slide projector 

adapters 



carousels 
carousels 
carousels 
carousels 
carousels 

carousels 
carousels 
carousels 
carousels 
carousels » 

slide projectors 
slide projectors 
slide projectors 
record players 
record players 

E3ctension cord 
extension cord 
carousel trays 
carousel trays 
lens boxes 
lens boxes 

projector tables 

projector tables 
projector tables 
projector tables 
trans, machine 
adapters 

cassette recorder 
cassette recorder 



Itop 2156,2137,2138 

2 2139,211+0,211+1 

3 211+2, 211+3, 211+1+ 
k 211+5,211+6,211+7 
5 211+8,211+9,2150 

Itop 2169,2171,2172 

2 2173,2171+, 2175 

3 2176,2177,2178 
1+ 2179,2180,2181 
5 2182,2183,2181+ 

Itop 2301,2502,2503,230!+ 

2 2505,2506,2507,2508 

3 2309,2510,2511 

1|. 21+02, 2l< 05,21+01+, 21+05 

5 21+06,21+07 

Itop 2501-2506 

2 2507-2510 

3 2511-2521 
k 2522-2558 

5 25I+O-255O 

6 2551-2570 

Itop 5701 

2 5702 

3 3703 
1+ 5701+ 

5 5601-560I+ 

6 2901-2999,3002-5025 

7 5650-5651+ 

8 5635.361+0 



12 
12 

15 
15 
15 
15 



12 
16 
18 
23 
15 



21 
21 
21 
21 



21 
21 
21 
21 

16 
16 
16 

IB 
18 

5 
5 

12 
12 

5 
5 

1+ 

1+ 
1+ 
1+ 

11+ 
18 
15 
15 



81+ 



81+ 



81+ 



81+ 



1+1+ 



1+1+ 



78 



erJc 
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Table C-l.k 

raOPOSED EQUIPMENT STORAGE REORGAKIZATiaN 



23(3) 



2h (h) 



Itop 3201,3202,3203 

• 2 32014-, 3205, 3206 

5 3207-3209. 

k 3210-3212 

5 ' 3213-3215 

6 . 3216-3218 

7 ' 3219-3221 

8 3222-3221^ 

9 ' 3225-3227 

10 3228-3230 

11 3231-3233 
12- 3251^,3235 

Itop 

2 3301-3308 

3 3309-33U 
l^ 3501,3502 
5 3503, 350H 



cassette 
cassette 
cassette 
cassette 
cassette 
cassette 
cassette 
cassette 
cassette 
cassette 
cassette 
cassette 



recorder 
recorder 
recorder 
recorder 
recorder 
recorder 
recorder 
recorder 
recorder 
recorder 
recorder 
recorder 



headphones 
headphones 
rear screen 
rear screen 



h 
k 
h 
k 
k 

k 
k 



8 
11^ 



36 



EP Equipment 



1(2) 



Itop 

2 UOO5 

3 Ij006 

il-lOl 

kl02 
5 1^270,1^271 
1^280,1^281 
1^290,1^291 

■ it.6oo-i^6oit 
1^605-1^610 
1^710, 1^750, 1^71^0 

iv050-i^05& 
lt807,l^08 
5101 
3 1*809, l^8l2 

5102 
l^ 1^815, W20 
5103 

Itop 1*053, »*05»*, 1*055 

2 1*821 
510I* 

3 5105,5106,5107 
1* 5108,5109,5110 

5 1*501*, 1*505 



6 

7 
8 

Itop 

2 



pointer 6 
pointer 13 
tape recorder 

pointer 13 
tape recorder 

transformer hox 13 

cord kit 

jnixer 

tahle stand for rale 6 

table stand for mlc 6 
lens 6 

elevation box 

l6niii IB 
carousels 

l6nBtt Ifl 
carousels 

• l6nim ' . 18 

carousels 

ele!vation box 

l6imn ' IS 
carousels 

carousels 18 

carousels 18 

Overhead 27 



63 



5»^ 



81 
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Table C-1.5 

PROPOSED EQUIPMENT STOFi^GE REORGANIZATION 



1 " 5201,5102,5210,5211, 
, « 5212, 5215, 52li^ ^ 

2 5250,5251,5252,5260 
5 5250,5291,5292,5295 
k expansion 

5 5891 / 

6 EA8780-8792 

7 expansion 

8 EA9502-9505, 9550-9555 

Itq? 1^056,1^057 
2 »^506 
5»^01 

5 EA8705,8720,87»H 
k EA87'^2, 8750, 8751 

for future purchase , 



tray- 
extension cord 
lens kits 

cassettee recorder 
video Jjapes 

video tapes 

elevation "boxes 
overhead 
record player 
video screens 
video screens 



misc. 



ET Equipment 



Itop 

2 

5 

I 

1 

2 
5 

5 
6 

Itop 



Some EL equijanent being 
reclassified to ET 



18.5,18.7 

11. 51, 11. 52, 11. 55,11. 5i^ • 
11.55,11.56,11.57,11.58 
21. 1,21. 2, 21. 5, 21. ■ 

8801,8802 

1101,1105,1110,1112 
1150,1151,1152,1155 
1151^,1155,1156,1157 
1158,1159,1160,1161 
1162, 1165, 1161^, n65 
1166 

U15,llll^ 
1820,1821 
1825,1821^ 
18<:;6,1827 
'l828,1829 



carousel 
tape recorders 



tape recorders 

161111 

l6nsii 

l6nini 

l6inni 



J 




h3 ' 
Table C-? 



PROPOSED MEDIA STORAGE REORGANIZATION 



Type of Media 




Present 

Units 

Numbers 


Number 
of old 
Units 


iiarge reel films 




19-21+ 


18 . 


Large reel filjns 


r' 


27-58 




Small reel filjns 


• 


10-11+ 


5 


Media kits 


• 


IB 


1 


Media kits „ 








Filmstrips 




16-17 


6 


Filmstrips 




25-26(1+) 










1 


Not used 








Archive films 








Slide sets . 




A-G 


7 


Master audio tapes 




Rm 55 
wood shelves 


Master audio tapes 




Rm 55 
metal shelves 





Master audio tapes 
Master audio. tapes 



Rm 55 
metal boxes 

Rm 68 
metal boxes 



Units 
1 

1 .. 
2 



planned 
Unit 

Numbers* 
1-19 

56-59 
20-25 

26-27 
l^2 

28-55 

1+1 
1+0 

1+5-1+7 
1+8-56 

57 
58 

59 
60 



Scansion ufits are to be the same style and size. 




REJECTED PLANS 



There are four alternatives to locating the pickup/preview counter 
at the existing double-door entrance of room 65, based on other doors 
leading to the public corridors. They are: 

At the corridor entrance to room 51 {Tim k) 

At the corridor entrance to room 65 (Pl^^n 5) 

k (or facing into) room 65 (^1^"^ ^ ^ 

M6i\g the wall between room 55 and room 6I, 

near\the service desk of the scheduling operation (Plan 0) 

These four ipcations were the basis of the five plane, which were subsequently 



\ 

rejected. 



Substantial objections to each plan were raised follovdng the presen- 
tation to the AVC Advisory Group. These objections primarily concerned 
the difficulties of queuing customers (Plans 6, 7, and 8); separating the 
pickup/preview counter arid scheduling office by a great distance for 
customers (Plan k); and the requirerr.ent for a double-sized customer door, 
• in addition to construction, of a new internal door (Plan 5). Nevertheless, 
there are definite advantages to consolidating the customer service areas 
^ scheduling and pickup/preview or even moving them closer to each other 
than the present proposals allow. Given the constraints of the building's 
construction and the space requirements of various activities, it is not 
likely that the pickup/pi-eview counter could be located in room 65 (Plans 
6 and 7) or in the wall between room 6I and 55 (Plan 8). The possibility 



5^ 



'^5 

of using the other corridor door in rc 
consideration in the future* 

A simple sketch of each plan and 
and disadvantages of each follows. 



^ (Plan 5) is recommended for 



a brief outline of the advantages 
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Table D-1 



1 

PLAN U 


No 

Chanr,e 


Expand 
Area 


Location 


Different 
Location 


2. 


EL/ET equipment storage 

EP/E'^ eqviipraent storage (inc. carts) 
and projection service work desk 




X 
X 


X 
X 




5. 


Equipment inspection and repair 
Master tape storage 




X 




* 

X 




Media inspection 


X 








6. 


Media storage 




X 


X 




7. 


Ke\/ door between roaras 6l and 55; 
or 65 and 5^ or 65 and 65 










8. 


Oversize \'ldeo equipment on carts 








X 


9* 


tA <-»Vi "iv% / Y\i* fy\r^ 0 OUTi u Or 








X 


10. 


Shipping area 








X 



DISADVAI^mCES 

ADVANTAGES 

1. Wckup/prT5view and shipping area are 1. Distance around the public 
close to each other to Scheduling Office. 

2. Equipment inspection near all pools 
of equipment 

3. Permanent walls at counter give a 
more business-like image 




Pickup 
Preview 



Si 



M^dia 

Inspection' 



Media 
Storage 



Shipping 



-rf 



New Door 



P.S. 



el/et 
ep/ea 



Equipment 
Inspection 



1^7 



VO 



O 



SO 



Oversized 
Video 
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Ta*ble D-2 



PIAH ^ 



1. EL/ET equipment storage 

2. EP/E^-equipiuGnt storage (inc. carts) 
and projection service work desk 

3. Equipment inspection and repair 
1^. Master tape storii^e 

,5, Media inspection 

6. Media storage 

7. Hew door between roonis 6I and 55 • 
or 65 and 5^ or 65 and 65 

8. Oversize *Video equipment on carts 

9. Piclcup/provicW counter 




No \ 
Chan<;^ 



Expand 
Area 



Same 

1.0 cation 



X 
X 



Different 
Location 



X 
X 



ADVAirtOAGES' 

!• Pickup/preview counter on same 
corridor with scheduling office 

2. Pickup/preview counter near 
shipping area and EL/eT equipment 

3. Equipment inspection, near all pools 
of equipment 



DISADVAM'IAGES 

1. Inefficient use of room 65 

2. Door at the pickup/preview 
counter nc large enough to 
perndt easy flow of traffic 



I 



P* s. 



Master 
Tapes 



O 



i 



X 



Media 

Inspection . 



r 



o 



Media 
Storage 



Ovevsized. 
Video 



ep/ea 

Equipment 



\ 



E<i^ipment 
Inspection 



? 

N 



No . 
Partitions 



1 



Shipping 



L. 



New Door 



Pickup 
Preview 



^7 



el/et 

Equipment 



SO 



FIGURE D-? 
PLAN 5 ' 
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Tatle D-5 



PIAN 6 



1. EL/ET equipment storage 

EP/liA equipment stoccage (inc. carts) 
' and projection servp.ce work desk 

3. Equipment inspectid^ and repair 

k. Master tape storage; 

5. Media inspection 

6. Media storage 

7. New door "between rooms 6I and 55; 
or 65 and 3^ or 63 and 65 

8* Oversize video equipment on carts 

9. Piclaip/preview counter 



10. Shipping area 



ADVAliTAGES 

1. Inside door connecting scheduling 
office and pickup/preview counter 
already exists 

2. Permanent walls in room 63 give 
pickup/preview counter a more 
"business -like image 

3. Customers could use media catalogs 
in scheduling office 



No 

Change 



Expand 
Area 



X 
X 



Same 

Location 



Different 
l/ocation 



X 
X 



DISAF/A1I'J!AGES 

1. Current corridor entrance to 
room 63 not large enough to 
permit easy f Iot of traffic 
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Media Inspection 




Madia Storage 
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Oversized 
Video 



ep/ea 

Equipment 



Master 
Tapes 



Equipment 
Inspection 



No 
Paxtiti< 
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New Door 
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Table D-h 



PLAN 7 



1. EL/ET equipment storage 

2. EP/M equipment storage (inc. carts) 
andhE>rojection service work desk 

3. Equipment inspection and repair 
k. liaster tape storage 

•5. Media inspection 

6. Media storage 

7. New door "betveen rocxns 6I and 55. 
or 65 and 5^ or 65 and 65 

8. Oversize video equipment on carts 

9. piclcup/preview counter 



Ho 


Expand 
Area 


Samei 
jjocaoa on 


Different 

Tri ruction 




X 




X 




V 
A 




Y 








X 




X 




X ^ 








X 




X 




X 








X 








X 








X 



ADVANTAGES 

!• Inside door connecting scheduling 
office and pickup/preview counter 
iilli-eady exists 

2, Permanent walls in room 65 give 
pickup/preview counter a more 
business-like taage 

3, Customers could use media catalogs 
in scheduling office 



DISAWAKTAGES 

1, Every unit is moved to a different 
location 

2, Current corridor entrance to room 
65 not large enough to permit easy 
flow of traffic 
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EL/ET Equipment 
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Equipment 
Inspection 
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Shipping 



New Door 
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Preview 



ep/ea 

Equipment 



Master 
Tapes 



•Media Storage 
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Video 
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G^l Media Inspection 
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PLAN 8 



1. BL/ET equipment storage 

2. EP/jA equipment storage (inc. carts) 
and projection service \iovk desk 

5. Equipment inspection and repair 

l^. Master tape storage 

5. Media inspection 

6. Media storage 

7. New door between rooms 6I and 55, 
or 65 and J/% or 65 and 65 

8. Oversize video equipment on carts 

9. Pickup/pi'eview counter 



10. Shipping area 



ADVANTAGES 

1. CoAsolidation of customer service 
for scheduling and pickup/preview 
at one location. 

2. Immediate employee access "between 
scheduling and pickup/preV'iew 



No 

Chanpie 



Expand 
Area 



X 
X 



Some 

Location 



Different 
Location 



X 
X 

X 
X 

X 
X 



.X 
X 



DISADVANTAGES * ' 

1. Every area. is moved to a different 
' location 

2; Congestion of traffic flow at two 
desks' and out of one regular-sized 
door 
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